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WELCOME TO SHELTON STATE TECHNICAL COLLEGE 


The staff and faculty welcome you to Shelton State Technical college. We 

will strive to provide you with the best possible occupational education 

available; thereby insuring you success and a better life in whatever oc- 
cupational field you choose. 

Policies and guidelines of Shelton State Technical College are contained 
within this Student Handbook. Please feel free to contact our Student Ser- 
vices Office for additional information. 

You will find a warm friendly atmosphere here at Shelton State. We hope 
your stay here will be enjoyable and of utmost benefit to you. 


Leo Sumner 

President 
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HISTORY 

OF 

SHELTON STATE TECHNICAL COLLEGE 


On October 9 t 1947, the Alabama State Legislature passed the Regional 
Vocational and Trade Shop Act 673, which approved the creation of four 
Regional Trade Schools in the state of Alabama. The Alabama State Board of 
Education, Montgomery, Alabama, approved Tuscaloosa, Alabama, on 
September 89, 1950, as a location for one of the four schools. 

Harold I. James, who was serving as Assistant Superintendent of the 
Gadsden City School System, was appointed by the Alabama State Board of 
Education to the Directorship of the School Effective June 1, 1951 . 

The Alabama Board of Education purchased 31.58 acres and 9.14 acres were 
transferred by agreement from the University of Alabama to the school total- 
ing 40.78 acres. Construction was started immediately after the appointment 
of the Director, The school was named the J.P. Shelton State Trade School to 
honor Mr. J. P, Shelton who was a member of the Legislature of the State of 
Alabama. Mr. Shelton was instrumental in getting the school located in the 
city of Tuscaloosa. The school was completed and accepted by the A labama 
State Board of Education from the contractor on October 1. 1953. The follow- 
ing courses were offered: 


Commercial Cooking and Baking 
"Auto Body and Pender Repair 

Automotive Mechanics 

"Radio and Television Repair 

Industrial Electricity 

Machine Shop Technology 


Welding 
Cosmetology 
Cabinet Making 
Business Education 
Practical Nurse Education 


; n 1957, the name of the school was changed from J. P. Shelton Trade school 
to Shelton State Technical Trade School by a Board Resolution. 


Subsequently, the name was changed by Legislative Act and approved on 
September 2, 1966, from Shelton State Technical Trade School to Shelton 
State Technical Institute. Again, by Board Resolution in 1973, the name was 
changed to Shelton State Technical College. This Resolution also authorized 
the granting of Associate Degrees in Applied Technology. 

The Act that created the school appropriated $675,000 for capita l outlay and 
$75,000 for the first year’s operation. The original appropriation of $675,000 
marie it possible to construct a two-story administrative building, a 
cafetorium and three two-shop buildings for the course offerings named 
previously. 
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In the spring of 1963, the Alabama State Board of Education approved the 
construction of an Air Conditioning Shop Building and a bombproof shelter 
in the amount of $60,000. The funds for construction of the building came 
from surplus funds of the budget of Shelton State Technical College. 

In 1967, the Trade School and Junior College authority allocated $350,000 to 
Shelton State Technical College. Of this amount, $200,000 was for the con- 
struction of an Automotive Shop building and $150,000 was to be used to con- 
struct a building to house two courses. Machine Shop Practice and 
Mechanical Drafting Technology. This amount, $350,000 was the first capital 

outlay funds allocated to Shelton State Technical College since the original 
Act of 1947. 

An additional amount of $159,700 was allocated by the Public School and 
College Authority September 8, 1967, to up-date and modernize equipment in 
ail shops. Construction of a Data Processing building was started in 1969. It 
was accepted by the Alabama State Board of Education in April, 1970. The 
cost of the construction amounted to $95,000. The Public School and College 
Authority granted $15,000 of the amount, $20,000 was from surplus funds of 
the budget of Shelton State Technical College and a grant of $60,000 was 
supplied from t. e Appalachian Regional Commission, 


On September 26, 1969, by Board Resolution, the Shelton State Technical 
College was designated as one of two Numerical Control Machining Centers. 

As a result of this Resolution, the Trade School and Junior College Authority 
allocated $350,000 on October 30, 1970, to Shelton State Technical College for 
the construction and equipping of a Numerical Control Machining Center 
an addition to the present Machine Shop. 

On June 30, 1976, Harold I, James, who had been President since the begin- 
ning of the school, retired and Leo Sumner, Dean of Instruction at Shelton 

State Technical Co lege, replaced Mr. James as President, effective July 1, 
1976. * 

On October 11, 1974. an application was submitted to the Appalachian 
Regional Commission for assistance in the construction of a Learning 
Resource Center. The application was approved by the Commission in 
March, 1975, for $291,000. The Trade School and Junior College Authority 
allocated $124,000 as a matching share which made a total of $415,000 for the 
construction and equipping of a Learning Resource Center. Construction of 
the building began in 1976, was completed in February, 1978, and occupied 
March 21, 1978. The Learning Resource Center houses the Related Math 
classes, Communication Skills classes, a Science Laboratory, a Material 
Development Center, and Audio-Visual Media and a Jeep Theater. 
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In April, 1977, a request was made to the State Department of Education for 
the use of some local funds in the amount of $112,728 and the transfer of some 
unexpended Trade School and Junior College Authority funds in the amount 
of $1 12,272 for a total of $225,000 to construct a new Cabinet Making Shop, The 
request was granted and in February. 1978, construction was started on the 
building for the Cabinet Making program. The building is expected to be 
completed and occupied by September 18. 1978. With the completion of the 
Cabinet Making building, Shelton State Technical College campus will con- 
sist of one Administration building, one cafeteria, one Learning Resource 
Center and fifteen Skill Training Areas. 

With the additional surplus funds and capital outlay funds from the 
different Authorities and the additional amount from the Appalachian 
Regional Commission. Shelton State Technical College has moved forward 
in course offerings. The additional courses include: 

Data Processing Technology * Barbering 

Electronics Technology Mechanical Drafting Technology 

Mechanical Drafting Technology Diesel & Heavy Equipment Mechanics 

Air Conditioning Technology Numerical Control Technology 

Small Engine Repair (Night Only) 

Associate Degrees in Applied Technology can be granted in the following 
Technology courses: 

Air Conditioning Technology 
Electronics Technology 
Electronics Data Processing Technology 
Machine Shop Technology 
Mechanical Drafting Technology 

Numerical Control Technology 
Industrial Electricity Technology 

The first graduation exercises were held May 25, 1955, with 41 students 
graduating. To date, Shelton State Technical College has had 3.850 students 
to graduate. 

Shelton State Technical College is approved for training of veterans and is 
accredited by the Alabama State Board of Education and also by the 
Southern Association of Colleges and Schools. 

Six counties are served by Shelton State Technical College: Tuscaloosa, 
Pickens, Bibb, Hale, Greene, and the northern half of Sumter. 

Bus transportation on established routes is provided to students who wish 

to attend school with the exception of those students living within the city 

limits of Tuscaloosa. 

•courses transferred 
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PHILOSOPHY AND PURPOSE 


The fundamental philosophy and purpose of the Shelton State Technical 
College is to provide the individual student with skills and knowledge 
necessary to enable him to secure a job and be successfully employed in the 
occupation for which he is trained. 

The school subscribes to the concept that every individual should have the 
educational opportunity to attain and testify to his own personal worth and 
dignity through the discovery and development of his talents and 
capabilities. We recognize that each individual has capabilities different 
from those of other individuals, is motivated by different stimuli, and learns 
at different rates. Our desire is to help him develop his potential for becom- 
ing a productive citizen in modern society. 


We believe it is incumbent upon us to be concerned for the well-being and 
success of the entire individual. We strive to develop a sense of social 
responsibility in each student which will inspire respect for other people. 
The school seeks to lead its students to attitudes, understandings and skills 
essential to their assumption of civic and community responsibilities. 
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ADMINISTRATIVE STAFF 


— 


Leo Sumner (H.S., M.A.) 

Hubert F. Worthy (H.S., M.S.) 

Andrew S. Hosmer (U. of Ala. ; 
Wayne H. Boteler (B.S., M.A., Ed.S.l 
Charles F. Bilbro (U. of Ala.) 

James Key (B.S.. M.A.) 

Barbara Bridges (Technical College) 
Judy Holland (U. of Ala.) 

Carol Michell (Junior College) 
Rebecca Sumner 
Edna Hosmer 
Kathleen J unkin 


President 

Dean of Instruction 
Business Manager 

Coordinator, Student Personnel Service 

Coordinator, Federal Programs 

Coordinator, Night Programs 

Secretary 

Secretary 

Secretary 

Registrar 

Cashier 

Cashier 


INSTRUCTORS 


Beams, Dorothy (R.N.) 

Bell, Aron 
Bibby, Betty (R.N.) 

Black, Lyda (B.S. .M.A.) 

Boothe, Betty J. (Technical College) 
Canada, Marion (B.S.) 

Cooper, Jan is (Technical College) 
Day, Francis (R.N.) 

Denton, William A. 

Dupuy, Joan (B.S., M.A., Ed.D.) 
Findley, Robert 
Franks, Howell 

Fredd, Euradell (R.N., B.S., M.A.* 
Griggs. Charles (B.S.) 

Hargrove, Daniel (B.S., M, Ed.) 
Hogue, William H. t Jr. 

Howell, Roy (A.D.) 

Kynard, Hugh (A.D.) 

Lee, Deborah (R.N.) 

McElroy, O B. 

Moore. Jack (A.D.) 

Morris, Daniel (A.D.) 

Morrison, Luther (A.D.) 

Nevin, Royoe 
Nowlin, Robert N. 

Pearson, Mary Ann (R.N., B.S.) 

Prewitt. Ralph (A.D.) 

Roes, C. W., Jr. 

Sanders, Ronald L. 

Sexton, Peggy (A.D.) 

Stewart. William Don 
Watts, Kay 

Watts. Mary Alice (B.S., M.A.) 
White, Billie (B.S., M.A.) 


Practical Nursing 
Automotive Mechanics 
Practical Nursing 
Business Education 
Business Data Processing 
Business Education 
Cosmetology (night) 

Practical Nursing 
Mechanical Drafting Technology 
Communication Skills 
Small Engines Repair (night) 
Automotive Mechanics 
Practical Nursing 
Automotive Mechanics 
Related Mathematics 
Industrial Electricity 
Business Data Processing 
Technical Welding 

Practical Nursing 
Cabinet Making 
Machine Shop Technology 
Air Conditioning 

Diesel & Heavy Equipment Mechanics 
Electronics Technology J 

Industrial Electricity I 

Practical Nursing 
Electronics Technology 
Automotive Mechanics 
Numerical Control 

Cosmetology 
Welding (night) 

Cosmetology 

Business Education 
Communication Skills 
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MAINTENANCE STAFF 


J unkin, .Tames R. 
Falls, James F. 
Foster, Lunray 
Minor, Lonnie 
Hawkins, Robertha 


Superintendent of Buildings & Grounds 

Maintenance 

Custodian 

Custodian 

Maid 


CAFETERIA 


Berry, Betty 
Dill, Stella 
Kizziah, Lola 

COURSE OFFERINGS 


Air Conditioning 

Automotive Mechanics 


Business Education 

Business Data Processing: 
Machine Operation . . . 
Technology 

Cabinet Making 

Cosmetology * 

Diesel Mechanics 

Electronics Technology . 


........ 24 months - day only 

24 months - day 

48 months - night 

• 12 months - day 

12 months - day 

18 months - day 

18 months - day 

36 months - night 
12 months - day (12,000 hours) 

24 months - night 

24 months - day 

24 months - day 


Industrial Electricity Technology 24 months - day 

48 months - night 


Machine Trades Technology 


. 24 months - day 
48 months - night 


Mechanical Drafting Technology: 

Diploma Program 18 months * day 

36 months - night 

Associate Degree Program 24 months - day 

Numerical Control 12 months - day 

Practical Nursing 12 months - day/ evening 

Small Engine Repair 24 months - night 


Technical Welding 
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. 15 months - day 
30 months - night 


SCHOOL CALENDAR 


Shelton State Technical College is in session 216 flays each year. 

DAYS NOT IN SESSION; 

One week spring holidays 
Two weeks summer vacation 

One day for independence Day 

One week for Instructors' Summer Conference 

One day for Labor Day 

One day for Veterans Day 

Two days for Thanksgiving 

Two weeks for Christmas Holidays 

Four days for in service training 

Four days for instructor preparation 
(one day between quarters) 


Night classes are also taught in the following courses upon public interest 
and are advortisod in the news media: 

Business Education Refresher 
Emergency Medical Technician 
Do-It-Yourself Automotive Mechanics 
Do-It-Yourself Small Engines Repair 
Medical Secretary 


13 


LOCATION OF SHELTON STATE TECHNICAL 
COLLEGE IN TUSCALOOSA , ALABAMA 
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STUDENT SERVICES 


Counseling and Assistance 

Students who are in need of counseling, assistance* or other help may seek 
the services of an instructor any time while class is not in session. The 
counselor is available at any time the school is in session. 

Bookstore and Supplies 

A bookstore is maintained for the benefit of students. 

Insurance 

Accident insurance is offered at a nominal fee which is optional to students 
with the exception of nursing students who must have the policy due to train- 
ing at hospitals. 

Job Placement and Interviews 

The instructors and counselor work together to assist the student in enter- 
ing l a field of work. Individual and group interviews are arranged. There is 
an excellent relationship between the school staff and the Alabama State 
Employment Service. 

Cafeteria Services 

The cafeteria serves sandwiches, snacks and drinks at break. A 
wholesome, economical hot meal is served at noon. Vending machines, 

operated by the Alabama Rehabilitation Service, are also available in the 
cafeteria. 

Pay Telephone 

A pay telephone is located in the Administrative Building, in the Learning 
Resource Center and in the shop area for student use during break and lunch. 

Veterans Programs 

Veterans, disabled veterans, sons and daughters of deceased or disabled 
veterans, and wives of deceased or disabled veterans are invited to take full 
advantage of training at Shelton State Technical College. The VA provides a 
monthly stipend for approved servicemen who are enrolled full time or half 
time. The VA also provides financial aid for rehabilitation of disabled veter- 
ans. A disabled veteran receives a monthly stipend and the school is reim- 
bursed for his tuition, foes, books and supplies. A person who is eligible for 
these benefits should contact the nearest Veterans Affairs Office. 

Shelton Sute Technical College is approved by the Veterans Administra- 
tion and accredited by the Alabama State Department of Education and also 

by the Southern Association of Colleges and School. 


ENTRANCE REQUIREMENTS ELIGIBILITY 

The schools is a co educational institutions. Requirements will vary, 
however, according to the particular course chosen. An applicant must be 16 
years of age or older, should be in good health, possess aptitudes, interests, 
and background that indicate his ability to profit from the instruction given 

by the school. 

Shelton State Technical College admits as regular students those persons 
who have graduated from high school or have a certificate indicating tha* 
they have achieved equivalent training. Other applicants may be accepted 
as special students. 

It is the official policy of the Alabama State I department fit Education, in- 
cluding postsecondary institutions under the control of the State Board of 
Education, that no person in Alabama shall, on the grounds of race, color, 
handicap, sex, religion, creed, national origin or age, be excluded from par- 
ticipation in, be denied the benefits of, or be subjected to discrimination un- 
der any program, activity, or employment. 

PROCEDURES 

1 A student eligible to enroll must apply in person at the Student Personnel 

Services office to file an application for admission, 

* 

2. The application must be completed at the school and a $5 application 
processing fee is payable at this time (non-refundable). 

3 A high school or college graduate, or high school or college student, must 
submit a transcript of credits earned. 

4 When the above forms are received, properly completed, they will be 
processed and approved, or disapproved, and the applicant will be notified 

accordingly. 

5. After the applicant is notified of his acceptance, the applicant must come 
to the Student Personnel Services office to complete other enrollment papers 
and financial arrangements. 

v 

REQUIREMENTS FOR CONTINUED ENROLLMENT 

SCHOLASTIC REQUIREMENTS 

To remain in a technical college, a student must maintai satisfactory 
progress as determined by the ins:juci or and the president of the school. The 
criteria for determining grades are daily work, periodic examinations, in- 
itiative, and neatness of work. The letter grades are used in reporting as 

follows: 

A - Excellent (90-100) 

B - Good (80-89) 

C - Average (70-79) 

D - Poor (60-69) 

P - Failure (below 60) 

W • Withdrawal 
I - Incomplete 
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Satisfactory grades are A, B and C. Although D is a pass, it is not considered as 
sauriactory work. Students must hold a C average to graduate. An F denotes la ilurc and 
unsatisfactory work. Withdrawal is shown by the letter W and 1 indicates incomplete. 

Practical Nurse Education requires a grade of 75 (minimum) for passing. 

ATTENDANCE AND ABSCENCES 

Shelton State Community ( oiicgc-Tcchnical Division operates on the quarter system. 
Each quarter consists of fifty-four instructional days for full-time students with each day 
having six full hours or instruction in the classroom or laboratory ora combination of both. 
Students enrolled on a half-time basis attended classes thirty-three sessions each quarter 
with each session consisting of five full hours of instruction in the classroom or laboratory or 
a combination of both. 

* * 

Students are expected to attend all classes for which they are em oiled. Each student is 
either present or absent each session, and his attendance will be so recorded by the instructor 
in hours or minutes. 

An average daily attendance of LESS THAN 85'T of a quarter does not meet the operating 
standards of Shelton State Community College- Technical Division. 

FULL-TIME STUDENTS: 

When a student has five (5)ahsences* tor the quarter in which he is enrolled, the instructor 
will notify Student Services on the form provided, and the student will be called in for 
counseling and placed on probation. 

Any student who has nine (9) absences in the quarter will be dropped for the remainder of 
the quarter w'ilh no credit for that quarter. The instructor will submit the segular trainee 
report form stating the reason for dropping. 

!f a student is absent for five (5) days and cannot be reached lor counseling, he will be 
dropped when the instructor notifies Student Services that he has nine (9) absences. 

Where applicable, a report will be sent to the agency who is sponsoring the student, 
notifying the agency that the student has been dropped. 

When a student has been dropped 101 any reason and wishes to re-enter in a subsequent 
quarter, a re admission request must be made by the student and approval given by the 
occupational instructor and Student Services before the student may re-enter at the 
beginning of the next quarter. 

HALF-TIME STUDENTS: 

I he above requirements apply to the night students except that three (3) absences will 
constitute the basis for placing the student on probation and five (5) absences will be the basis 
for dropping the student. 

DROPOUTS 

Students who drop out for health reasons or reasons beyond their control may re-enroll 
upon presenting proper justification for enrollment to Student Services. 

EXAMINATIONS 

Examinations consist ol regular examinations, special examinations and unit ex- 
aminations. To complete the requirements for graduation, students must take all 
examinations required. 


* Three (3) tardies.' check-nuts constitute one absence 




CONDUCT 


It is assumed that students enrolling are mature and have a desire for con- 

i 

structive learning and are attending the school with that purpose in mind. 
The FSchool is operated tn help each student develop talents in a trade that 

will enable the student to earn a living'. 


RASIS OP THE RULES AND STANDARDS 

*■ 

The basis of the rules and standards governing the conduct and behavior of 
students is a concern for the opportunity of each student to make effective 
use of the opportunity for an education and to provide that no student by his 
conduct causes any situation that will interfere with the right of other 
students for the opportunity to obtain an education in a. peaceful and orderly 
environment. 

Shelton State Technical College adheres to the practices established by the 
Privacy Rights of Parents and Students. The General Education Provision 
Act, i’itle IV of the Public Law 90-247 as amended, known as the Buck 'ey- Pell 
Amendment. 

« 

RULES AND STANDARDS GOVERNING STUDENTS 


t. Anv student who violates theordersand/orinstructions of an instructor 

fa 

or violates the policies or standards of the school, or who is delinquent in 
scholarship or willfully neglects to pay his financial obligations or violates 
practices of good conduct, shall be subject to disciplinary action. 

2. The following acts are prohibited and upon proof that a student has com- 
mitted such acts while on campus shall be subject to disciplinary action, in- 
cluding expulsion: 


Use of and/or under influence of. 
alcoholic beverages 
Possession of Dangerous Weapons 
Immoral Relationships 
Possession of Firearms 
Use of and/or under influence of. 
drugs prohibited by law 
Speeding on Campus 


Stealing 
False Statements 
Profane Language 
Personal Combat 
Gambling 
Violation of School and Shop 

Safety Practices 
Improper Parking on Campus 


m 

3. Any student who negligently loses, damages, destroys, sells or otherwise 
disposes of school property entrusted to him or while in his possession, will 
be charged for the damage or loss and are subject to disciplinary action. Any 
student who, without permission of the person in charge of such books, tools, 
fumitur. or equipment belonging to the school, removes the same from any 
building or place on school premises, shall be subject to disciplinary action. 


4. No student and/or staff member or organization may distribute and/or 
sell merchandise and/or literature in the classrooms, offices, snups or on 

campus without written permission from the President and/or his appointed 

representative. 
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5, Auy student finding an article on school premises that is not ins property 
if he takes possession of such article shall immediately de liver the article to 

the Administrative Office, and any student who takes possession of such lost 
article and does not immediately report and deliver the same to the Ari- 


6. Students shall dross appropriately for attendance at school and while on 
school premises. Women students will wear dresses, pants suits or skirts 
^ nd blouses, and men students will wear ankle length trousers or slacks and 
shirts while on school premises. Students will not be permitted on the cam- 
pus with inappropriate dress or appearance. 

_ * * 

7. Permission must be secured from the instructor to leave the campus 

while classes are in session. 

#- , 

8. Three unexcused tardies constitute an unexcused absence. Absences 

during any part of the school day must be recorded each day and reported at 
the end of the month. All tardiness and absences must bo charged each day 

Any tardiness or absence of less than one hour must be counted as a full hour. 


9. Persons with a criminal record, on probation, or convicted of criminal 
acts before admittance and/or while attending school are subject to in- 
vestigation by the Hearing Board of this institution. 

1 0. Any instructor or official of the school may charge a student with viola- 
tion of these rules and regulations by filing a written memorandum stating 
the charge and the witnesses to the facts with the President and/or his ap- 
pointed representative. Upon the filing of the complaint, the President 
and/or his appointed representative shall investigate the charge and after 
investigation shall notify the student of the complaint and his proposed 
decision as to disciplinary action. The President and/or his appointed 
representative at the interview will furnish the student a statement of the 
charge and a summary of the statement of the witnesses. If the student 
desires a hearing, he must, within two (2) days from delivery to him of the 
written complaint and statement of witnesses, give the President and/or his 
appointed representative written notice that he desires such a hearing. The 
president and/or his appointed representative shall notify the student of the 

date, time and place of the hearing and whether the hearing will be an oral ex- 
amination or written affidavits of witnesses. The student may have his 
Counsel and witnesses at the hearing if he so desires. The hearing shall be 

conducted before a Board consisting of the President and/or his appointed 
representative, Dean of Instruction, Coordinator of Student Personnel Ser- 
vices. two (2) faculty members not in the area of training and two (2) students 
not in the training area of the affected student, who shall hear the case either 
by oral statements of the witness or upon affidavits. At the designated time 
for the hearing of the ease, the Board of the school sha ll examine the com- 
plaint, the statements of the witnesses and the accused student may offer his 

statement and statements of his witnesses. The Board, after such hearing, 
and consideration of the facts presented, shall make a final decision of the 
case that shall be signed by the President and/or his appointed represen 
tative on behalf of the Hearing Board and shall be mailed by the U.S, Mail. 
First Class, Postage Prepaid, to the accused student at his address furnished 
to the school. 




POLICY FOR PAYMENT OF TUITION AND REGISTRATION 


Students are required to pay tuition by the quarter. Tuition for day 

students is due on the first school day of each quarter and must be paid by the 
fifth school day. Tuition fur the night students is due on the first school night 
of each quarter And must he paid on nr before the third school night of the 
quarter Non-payment of tuition as prescribed will result in a student being 
dropped from the roll as of the last day or night of paid tuition. 

Tuition for full-time day classes: $75 per quarter 

Tuition for half-time night classes: $50 per quarter 

Application processing fee (non-ref undable) : $5 

Diploma Cost (cover included) payable upon completion: $5 

Tuition wii be pro-rated for students who graduate or complete their train- 
ing prior to the end of the quarter. 

The tuition policy forstudents attending less than half -time is as follows: 

Business Education Refresher: $12 per month (night only) 

Application Processing Fee: $2.50 (non -refundable) 

Short-term Special Courses; Based on cost 


REFUND OF TUITION COST 


A student who officially withdraws from Shelton State before completing 
the quarter may claim a partial refund under certain conditions. If 
withdrawal is made after registering but before attending classes, the stu- 
dent may claim full tuition refund. The student may not claim any tuition re- 
fund after the end of the third week of classes. During the first three weeks of 
classes, the following prorated percentage of tuition cost will be refunded: 


Withdrawal during first week: 

Withdrawal during second week: 

Withdrawal during third week: 
Withdrawal after close ot third week: 


75% 

50% 

25% 

No Refund 


It is the student’s responsibility to withdraw officially and refunds are 
computed according to the date the student actually appears at the college to 
withdraw and not according to the student’s last date of attendance, 

CHECKS RETURNED FOR NON-PAYMENT 


When a check is returned hy the bank for non-payment or insufficient 
funds, the party issuing the check i s subject to a $5 fee for handling charges. 
When a check is returned for non-payment, further checks will not be 
accepted from that person. 
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DATA NEEDED IN EVALUATING PREVIOUS TRAINING 

TO 

DETERMINE CREDIT FOR PREVIOUS EDUCATION 


1. Personal data, such as name, age, education. dates attended school, etc. 

2. Record of progress showing amount of training; a breakdown of the job 

performance completed, showing grades on both practical and theory, giv- 
ing also the number of hours of training devoted to each phase or segment of 
training so that it can be compared with the program the student will 

enter. 

CREDIT TO BE ALLOWED WHEN STUDENT TRANSFERS 

FROM ONE STATE 

TECHNICAL COLLEGE OR INSTITUTE TO ANOTHER IN 

THE SAME PROGRAM 

Full credit should be granted, hour-for-hour, for training in the same 
programs of the two state schools. Where exact hour-for-hour credit transfer 
is not possible, a reasonable proration of the credit should be given. 

CREDIT TO BE ALLOWED FOR A STUDENT TRANSFER- 
RING FROM A VOCATIONAL 
EDUCATIONAL PROGRAM IN HIGH SCHOOL TO THE 

SAME PROGRAM IN A STATE 
TECHNICAL COLLEGE OR INSTITUTE 


Where complete detailed records are available from the high school to 
show the time a student has spent in each job or phase of training, showing 
laboratory performance as well as related study grades, full credit may be 
allowed for the portion of the program completed that duplicates the 

program he will enter. Before full credit is given, it should be ascertained 
that the student’s ti me spent in laboratory training is atleast equal to that of 

the State Technical College or Institute program. 


Where reasonable doubt exists that full credit should be given, tests are 
recommended to determine the student s knowledge. It may be desirable to 
postpone final determination of credit allowed until the student has had am- 
ple opportunity to demonstrate his ability and level of accomplishment in 
questionable areas. 

GRADUATION REQUIREMENTS 

f 

Satisfactory completion of the content of a f ull course of training entitles a 
student to an Associate Degree and/or a Diploma signed by the Governor, 
the Technical College President State Superintendentof Education and the 
State Director of Vocational Educational and Community Colleges, 
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Aii Associate Degree in Applied Technology, Diploma or Certificate of 
completion is awarded upon meeting the school and course requirements. 

A Certificate oroompleiiunoraoeiTalnnumberofliQursmaybe awarded in 

caecc of short term courses and withdrawals before completion in regular 
courses. 

Each Associate Degree in Applied Technology, Diploma or Certificate 
should stipulate the specialty in which it is earned. 

All fees and bills for services rendered by the school must be paid to the 
school by students before receiving a degree, diploma or certificate. 

CERTIFICATES FOR PART COURSE COMPLETION 

* 

A student who satisfactorily completes a significant segment of a 

program such that the training might be of value in his employment in the 
occupation, should be awarded a certificate signed by the President and the 

Instructor indicating the portion the student has satisfactorily completed, 

and showing either on the front or the back of the certificate the number of 
hours in each phase or segment completed and the total number of hours in 

the program. 

PRINCIPLES GOVERNING "LIVE WORK” DONE IN 
PROGRAMS OFFERED BY THIS INSTITUTION 

Live jobs should be done only for the following: 

(a) people directly connected with public education 

(b) charitable organizations 

(c) other tax-supported programs and institutions 

Live jobs should be accepted only in such instances as they have no connec- 
tion with or relation to the making of a financial profit by an individual, 

a program, an organization or an institution. 

Live jobs taken in from any and all sources should require the person, in- 
stitution, or organization furnishing it to: 

(a) bear all actual costs (material and parts) involved 

(b) assume all responsibility for the fact that work is done 

by learners 

The "charges ’for live work should never exceed actual costs plus 10% in- 
ternal and 20% external to cover breakage and waste. 

All live work accepted should be in terms of its usefulness and need in the 

training program rather than production or accomodation. 

Live work should only be such jobs as cannot later enter commercial 

channels. 
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INTERPRETATIONS 


“Live work” or “live jobs” refer to taking into a school shop such things as 
the following: 


(a) repair jobs of any and all kinds 

(b) production jobs of any and all kinds* 

(c) service jobs of any and all kinds 

The purpose of these policies is: 

(a) to protect private enterprise 

(b) to reduce the tax costs for tax supported institutions 

(c) assistance with the care of the indigent 

No person, regardless of his or her connections, has any right to use a shop 
area to do any work or to produce any objects from which he or she expects a 
financial profit. Some of the prohibited types of things are: 

(a) reconditioning of any object for resale or trade purposes 

(b) the production of work upon any project to be used for lease, 

sale, rental or otherwise for personal financial profit of the 
owner 

(c) work in any way connected with programs or events for which there 
is to be charged an admission as a means of making a profit 

(d) work of any kind for private enterprise 

PROTECTION OF PRIVACY FOR STUDENTS AND PARENTS 


By means of this handbook, Shelton State 'I'echnical College gives students 
who are enrolled and eligible parents annual notice of the opportunity to 
review a student’s education record, to seek correction of information con- 
tained in those records and to limit disclosure of information from the 
records. Also, students in attendance and eligible parents are given annual 
notice, by means of this handbook, the right to file a complaint with HEW if 

any of their Family Educational Eights and Privacy Act of 1974 rights have 
been violated. 


25 


1978 


SEPTEMBER 
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3 4 5 6 7 8 9 
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31 
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1981 
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S M T W T F S 

JANUARY 1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 
24 25 26 27 28 29 30 
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